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Hints and Tips

Interview preparation
· Timing – aim to be early, we suggest at least 15 minutes to give yourself a buffer in case of any transport delays 
· Presentation – dress smartly and have an organized bag with copies of your CV
· Body language – give a firm, confident handshake and make eye contact – remember that you can “trick” your body into feeling confident if you stand up straight
· Preparation – know why you want the job or internship; look at the job description and prepare for the obvious questions, know why you fit the job description or “competencies” and make sure you have thought of examples of evidence to back this up – use the CAR framework to structure your answers 
· Be direct – use ‘I’ not ‘we’ when answering questions about yourself; be clear on what your contribution was and remember to talk about outcomes: results and what you learned  
· Be responsive – if you get a ‘whacky’ question, don’t be thrown! Just take a breath and give it a shot 
· Keep calm – if they ask you something difficult you can pause and take a sip of water before answering to buy yourself time…  
· Ask questions – have at least one question prepared to ask your interviewer – ideally a smart question that shows you’ve done your research 
· Research – check out the company’s website and know a bit about them, their “sector” and their competitors (Commercial Awareness) 
· Have a look at www.businessballs.com for some great interview preparation information
· Ask for feedback – even if you don’t get the job or internship you can always learn how to improve for the future. Write the feedback down and keep it in your folder for reference 
· Be positive and enthusiastic – make sure they know you really want to work for them
Professional communication  
· Have a professional-sounding answer phone message
· Sound alert and positive when you speak on the phone, remember to listen well and have a pen handy to write down details 
· Don’t answer the phone if you’re in a rush – let it ring through to answer phone and return the call at a time when it is quiet and you can concentrate
· Have a professional email address and be concise – write short emails 
· Use appropriate greeting and sign off e.g. “kind regards” (when in doubt just copy the email style of the person who has written to you in terms of the formality, salutation and tone)
· Don’t make spelling mistakes – check for typos before you press send 
· Manage your online profile – what comes up if you Google your name? What do your tweets say about you? Ensure privacy settings are in place if necessary on your instagram & Facebook profiles
Writing a good CV – also see our CV worksheet for more detail 
· Audience – who are you writing your CV for? Tailor it to the job description by clearly showing how you have the key skills they are looking for 
· Clarity – a CV should be clear, concise and outcome focused – use bold and bullet point to keep it brief, use facts and figures and try and quantify outcomes e.g. raised £1,000 for charity – “vacuum pack” your bullet points with information 
· Organisation – break your experience into clear sections and make sure you list jobs / education etc. in reverse chronological order
· Appearance – keep your CV to one page ideally at this stage in your career, make sure it looks clean and professional with even spacing, use one consistent font such as Arial. Ensure there are no spelling mistakes or jargon that’s difficult to understand; use white space to make it easy to read and finally, give your CV to a friend to proof read before you send it anywhere 

Employability skills – use the CAR framework to prepare at least two examples for the five key skills – write these down as part of your preparation for interviews and always keep your prep in a folder that you can refer to in the future (you can often get called for interview at short notice so having everything in one place can help) – see separate worksheet for more detail on the CAR framework 
1. Team work
2. Leadership
3. Drive / initiative / being proactive 
4. Business awareness / commercial awareness - read up on relevant news stories e.g. on Google you can use the “news” function when you search the company and it will bring up relevant stories. Also check the “press” or “newsroom” pages of the company website. Find out what are competitors doing. Find out broadly what is happening in the sector – e.g. if you want to do a job in retail what are people saying about the future of the high street? If you want to work in health care, what is happening with NHS reform? if you want to work in digital, what are some of the key trends in technology? Also prepare at least one general current affairs story you are interested in 
5. Willingness to learn / times when you have experienced failure 
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